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Chapter 1 Introduction

What is the OGE-278 Financial Disclosure Form?

The OGE-278 is a standard Office of Government Ethics (OGE) form used to document a
person’s outside affiliations and financial interests to determine if a conflict of interest
exists with the individual’s official duties. The Ethics in Government Act, as amended,
requires certain individuals serving in senior or other designated positions in the United
States Government to submit a full and complete accounting of their affiliations and
financial interests. This is a Federal Government mandate to promote public trust and
financial interests. The e-Forms OGE-278 Wizard has the goal of providing an easier
method for OGE-278 filers to complete the form.

Form Options
You have three options for completing the form, they are as follows:

1. The OGE-278 Wizard is accessible on the Ethics and Political Activities Website
(intranet)

2. The OGE-278 Wizard and the OGE-278 HTML Form format are accessible on the
internet

3. The OGE-278 Form in FAR (e-Forms) is accessible on OpenNet

The OGE-278 Wizard

The OGE-278 Wizard is a step-by-step format placed over the e-Forms OGE-278 form. It
provides a more organized method of completing this complex form by displaying the
information in a logical manner. Additionally, the design of the OGE-278 Wizard
incorporates standard business rules that restrict or allow a particular function based on
pre-defined instructions.

The Actual OGE-278 Form in HTML and FAR Formats

Both the HTML and FAR versions of the form graphically show the actual form as it will
look when printed.

Note: This guide covers how to systematically access, save, print and navigate through the
process of completing the OGE-278 using the OGE-278 Wizard.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 1
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Who Needs to File?

The Ethics in Government Act of 1978, as amended, requires senior officials in the

OGE-278 Wizard

executive, legislative, and judicial branches to file public reports of their finances and other

interests outside the Government. At the Department of State, individuals required to file

include all employees appointed to an Executive Schedule position, all members of the
Senior Executive Service, all members of the Senior Foreign Service, all Schedule C

employees, and any limited non-career appointee in the Foreign Service who is a political

appointee.

Who you can contact for questions and assistance?

Sarah E. Taylor, Chief, Financial Disclosure Division
L/Ethics/FD

2401 E Street NW

SA-1, Room H-228

Washington, DC 20520

Tel: (202) 663-3122

Fax: (202) 663-3339

Email: Tavlorse2@state.gov

Contact the L/Ethics front desk by dialing 202-663-3770

Email: L-Ethics-FD Financial Staff@state.gov

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

Page 2
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Chapter2  Getting Started

This chapter discusses basic procedures used throughout the OGE-278 Wizard. It provides
instructions on how to log in and navigate.

Introduction
The Department of State employees can access the OGE-278 Wizard by typing in the
following URL: http:/SF278wizard.state.gov

Before you get started, the following is information you should know:

¢ References made to the OGE-278 are applicable to any saved SF 278 in the
Wizard. The SF-278 was re-designated as the OGE-278 by the Office of
Government Ethics January 2011.

e All previously saved SF-278 reports in the Wizard can be accessed by using the
OGE-278 Wizard.

® The amount of data you can enter into the OGE-278 Wizard equals the amount
of data accepted in the OGE version of the OGE-278 form

e The OGE-278 Wizard has drop down buttons that provide a list of pre-selected
choices or you have the ability to type the information

®* You can save your data locally from any screen that has the Save button located
at the bottom of each screen. Remember to save frequently as discussed in
Chapter 8

e In this document, the term “actual form” is referring to the form generated in
Print Preview

Page Navigation

As you are completing the OGE-278, you will need to navigate through the many screens.
Table 2.1 describes how to navigate in the OGE-278 Wizard.

Table 2.1 Navigation Symbols

Navigation Symbol Description

Close The Close button allows you to exit the Wizard. You will
receive a warning to save your data before closing.

/t? Y The Help icon is located on various screens in the OGE-278
N Wizard. By clicking on it you will receive additional
information about the specific item.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 3
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OGE-278 Wizard

Navigation Symbol

Description

Business Rule:

The OGE-278 Wizard has standard business rules and
guidelines that control fields that are restricted or allowed
based on your selections. This business rule icon appears
throughout this guide to alert you to the business rule as it
applies to a specific screen.

[Next] The Next button takes you from the current screen to another
screen based on the OGE-278 business rule.

[Back] The Back button takes you to the previous screen.

[Find] The Find button allows you to randomly search and find a line
item in each of the schedules.

[Savel The Save button saves the data entered.

Warning: The System does not automatically save your data,
you must click Save. (See Chapter 8)

[Print Preview]

The Print Preview button displays the original OGE-278 form.
If you have entered data in the OGE-278 Wizard, it will appear
in the print preview of the OGE-278 form. Print Preview will
take you to the first page of the actual OGE-278 form.

For more details on printing. (See Chapter 9)

[Add Another]

The Add Another button allows you to add a new line item in
each of the schedules.

[Delete]

The Delete button allows you to delete the selected line item
in each of the schedules.

Privacy Act

Click on the Privacy Act button to view the Privacy Act
information.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 4
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Logging In

This section explains how to log in to the OGE-278 Wizard. You need to log in each time
you access the OGE-278 Wizard.

To access:

Steps:

1. Open an internet browser, for example Internet Explorer. In the Address box, type in the
following web address: http://SF278wizard.state.gov or click this dynamic link (Figure 2.1).

/= DGE-275 Financial Disclosure Report Wizard - Powered | ade - Windows Internet Explorer _lm) x|
—~— o

e o | hpserevicard. state govt I 1 I =112 [x [ JacL search Pl
Ele Edt Wew Favorkes Tooks Help J

w8 &t 55| -| @ nendad payami - oulok wr..

it ~ B - b - =k Page - () Took - *

(& 0cE-278 Financial Disclo... X

&74) U.S. DEPARTMENT or STATE

DIPLOMACY IN ACEION

cerepade OGE278 - Financial Disclosure Report Wizard

The all-new OGE-278 WIZARD is a step-by-step question-driven
application that walks you through the process of completing the
OGE-278 form.

Benefits of OGE-278 WIZARD are:
Provides a guide for navigating through the form completion process.

you by displaying easy-to-understand questions .
Cre. of unlimited Schedules A, B, C and D.

Sequentially numbers line items to make it easy to track and edit.
Allows you to delete and insert line items.
Never leaves a blank line in the schedules.

Ability to save local and recall data.

Places your answers on the appropriate disclosure form.

Provides print pre-view of the actual form showing what you have completed.
Prints the "authorized” OGE Form with your Wizard dat

No software to download; all you need is Internet a nd a browser.

Please Click here to access the OGE-278 Wizard

Dane T [ [ |6 meeme [Ruwee - ,

Figure 2.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 5
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2. You will go to the OGE-278 web page. Click on the Click Here link under US Department
of State and USAID employees as seen below (Figure 2.2).

%)) U.S. DEPARTMENT or STATE

DIPLOMACYX IN ACEION

OGE278 - Financial Disclosure Report Wizard

cerenade
E-APPLICATION

ual

completed.

Figure 2.2

Once you have successfully logged in, the OGE-278 Wizard opens to the Guide and you
will be able to complete each part of the OGE-278.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 6
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The OGE-278 Instructions

As soon as you start the OGE-278 Wizard you are presented with a set of instructions.
Steps:

1. Read the instructions and click Continue.

OGE-278 Executive Branch Personnel Public Financial

INSTRUCTIONS

What is "Public Financial Disclosure"?

p
4
[
Who Must File a Financial Disclosure Report? {
-
q
P
Z
g

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 7
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OGE-278 Wizard

The OGE-278 Wizard Guide

Steps:

1. The Guide is located on the left side of the OGE-278 Wizard and can be accessed on
every page of the OGE-278 Wizard (Figure 2.3). The Guide is your table of contents for
the OGE-278 Wizard. If you need to go to a specific section of the report, you may do so
by clicking on the selected section from the Guide.

The Guide allows you to see where you are in the OGE-278 completion process by
highlighting the section in the color blue.

To begin using the OGE-278 Wizard:

2. After you read the information on the initial Guide screen, Select OGE-278 Wizard or
click on the section to which you want to go.

Personal

Schedule A

] Schedule B |
Schedule B Il
Schedule C |

Schedule C Il

Schedule D |
Schedule D il

N

Submit

CLOSE

OGE-278 Executive Branch Personnel Public Financial

Procedures

The Ethics Office provides guidance to bureau and post Management Offices to permit those offices 1o

(1) idenlify employees (and candidates for employment) who serve in or will serve in public filer posifions and

[2) give to each filer the prescribed written instructions and a blank form to ensure timely filing. The instructions
include informalion about when 1o file, where lo file, penallies (possbly to include alate filing fee), and how to
access an eleclronic version of the OGE-278.

The Ethics Office distrbules guidance concerning annual reports prior to each annual filing cycle, including having
the updaled guidance endrelaled malerials available on the Departmenl of State Ethics infranel website

[wrwewr ethics state.gov)

Select your preference

Input data via Intervieve-driven Input data directly on to the form
OGE-278 Wizard OGE-278 Form
Tocomplete the OGE-278 on-line please note the following require ments

- Your Internet browser must support 1268-bit encryption and must have Javascript enabled
- Ifyou are using Intemet Explorer (Windows], the minimum version that will work with this site is version 5.0,
with service pack 2.
- Ifyou are using Netscape, the minimum version that will wark waith this site is version 6 2
Nate: Depending on the speed of your Internet connection, the time to download each page may vary
Please be palient

Figure 2.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 8
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OGE-278 Wizard

3. After you select the OGE-278 Wizard, you have three options on this screen (Figure 2.):

¢ Select OGE-278 Wizard if you have no data to import

e Select Import Data to upload your existing data from a saved OGE-278. (See
Chapter 10)

* Select Get Answers if you need help with completing the form or select Privacy
Act Statement to get the Privacy Act information

Personal

Schedule A
Schedule B |
_ Sched,_“eB " ]
...... Schedme C ..I.. -
- Schedmec " |

Schedule D |

Schedule D I

Submit

CLOSE

OGE-278 Executive Branch Personnel Public Financial

[ OGE-278 Wizard Impogt Data

Heethrs optor T youeve et optor toruptoad-yoor Felp on s Form
not starled the OGE-278 existing data from a saved .
Wizard OGESTR Privacy Act Slatement

Getting Started with OGE-278

This site permits filers to complete the OGE-278 without any accounts

Partially completed dala wall be stored on your local computer

If you need to quit before you have compleled the application, please click the "Save" bullon and save
the data to your local computer

New Application f Import Data
Begin & new OGE-278 Wizard or import data that you previously saved during a prior session

Comments, Questions?
Please send your comments or questions to Sarah Taylor at TaylorSE2@state gov

“f\"_\“ﬂﬂ“‘JM\‘“J“\\M‘M*‘J'M\

Figure 2.4

The details to complete each section are in the following chapters.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

Page 9
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Chapter 3 Personal

This section will discuss completing the Personal section of the OGE-278 Wizard found on
page 1 of the actual form.

Reporting Status Section

Once you select the OGE-278 Wizard, you will begin entering your information in the
Reporting Status Section (Figure 3.1).

To complete the Reporting Status Section:

Steps:

1. Type your date of appointment or candidacy

2. Select your reporting status. You may choose from either:

e Incumbent
e New Entrant, Nominee, or Candidate
e Termination Filer

A
L .

1

Business Rule: You can select both Incumbent and Incumbent Date AND
Termination filer and Termination date if needed. If Incumbent and Incumbent Date OR
Termination filer and Termination Date are selected, selecting New Entrant will remove the
Incumbent and Termination Filer information.

<

= Business Rule: If you select New Entrant or Nominee as the reporting status, the
Wizard will automatically populate None in Schedule B, Part I - Transactions and Part II:
Gifts, Reimbursements, or Travel Expenses.

i/

f

3. After you have selected the appropriate reporting status and typed the additional
applicable data, click Next. You will go to the Reporting Individual Section.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 10
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Form 4
OMB M

Reporting Status Section

Guide Date of Appeintment, Candidacy, Election, or Nomination (Month, Day, Year) @ Late filing fee
February 11, 2009 1 |Enter Date as: October 12,2010
Schedule A
ScheduleB |
—-— Reporting Status (Check Appropriate Boxes) @
Schedule BII
Incurbent  Celendaryear New Entrant, Termination Temination Date (If Apoi-
Schedule C | Covered by Report Nom\ljee, or Filer cabia) {idontn, Day, Year
Schedule C|I | 22 ©
ScheduleD |
Schedule DI
2
Submit
3 |
CLOSE [Save] [PrintPreview ] [Back] [Next]

Figure 3.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 11
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Reporting Individual Section

OGE-278 Wizard

To complete the Reporting Individual Section:

Steps:
4. Type your last name (Figure 3.2).
5. Type your first name.

6. Type your middle initial.

7. Type the complete address for your present office.

8. Type the telephone number including the area code.

9. Select your position from the Title of Position drop down list or type in your own.

10. Click Next. You will continue to the Prior Positions Section.

Reporting Individual Section

Reporting Individual's Name
Ei_séi'risrﬁ =

Doe

Schedule A

Schedule B |

Jane

555 Main Street

Schedule B Il

Schedule C |
Paosition for Which Filing

Schedule C I

- Title of Position - [Secratary
Schedule D1 | 9
Secretary

Schedule D I

Submit
| U.S. Department of State

Department or Agency (If Applicable)

CLOSE

[Save] [PrintPreview]

[Back] [Mext]

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

il -l f\““l\-nm‘ "' Wu—s-)\"* " ."‘\M "-.‘J-"—’“ — ’\._

Figure 3.2

Page 12
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Prior Positions Section
To complete the Prior Positions Section:
Steps:

11. If you have held an additional position(s) with the Federal Government during the
preceding 12 months, type the title of the position and date held (Figure 3.3).

12. Select the name of the Senate Committee considering your nomination from the drop
down list or you can type your own committee in. (See Business Rule below)

e

4= Business Rule: If you are an Incumbent or Termination Filer, this field will be

locked. However, if you are New Entrant, the Wizard will automatically populate
Senate Foreign Relations Committee, with the option to remove it.

13. If you intend to create a Qualified Diversified Trust, select Yes. Otherwise, select No.

14. Click Next. You will continue to Comments of Reviewing Officials.

Prior Positions Section
Position(s) Held with the Federal Government Du
Tile of Position(s) and Date(s) Held (2 Jnes cffextoniy)
Executive Secretary 1/10 - 6/10
Schedule A ;
Schedule B | (
S — Presidential Nominees Subject to Senate Confirmation F
ScheduleB I ‘Name of Congressional Committee Considering Nomination [Nt appreais 112 (] (
Schedule C 1 ‘Not Applicable }
Schedule C I ‘
Schedule DI Do You Intend to Create a Qualified Diversified Trust? }
Schedule D I @ ves [13] O v ;
' >
Submit ¢
14 \
CLOSE [Save] [PrintPreview] [Back] [Next] |

Figure 3.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 13
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Comments of Reviewing Officials

Only reviewing officials should complete the comments section. With the exception that if
the filer has been granted an extension, then the filer completes the Filing extension is
granted check box and completes the Indicate number of days text box.

To complete the Comments of Reviewing Officials:
Steps:

15. If the filer has been granted an extension, select the filing extension check box (Figure
3.4).

16. Type the number of days the extension has been granted.
17. Type your comments.

18. Click Next. You will continue to Schedule A — Assets and Income.

Prior Positions Section

Tiﬂe °fF°’itim(s) “"d Ua“(s) Held {2 ﬂnesoﬂex&‘mfy) B e
Personal 15 Executive Secretary 1/10 - 6/10 16
J
Schedule A
Schedule B I
= — Pre tial Nomlnees Subject to Senate Confirmation

Schedule B " Natro~Songre Commitee Considering Nomination [Not Apaicable ]
Schedule | ‘Not Applicable
Schedule C II
Schedule D | Do You Intend to Create a Qualified Diversified Trust?
Schedule D Il @ ves 1O o

Submit

CLOSE [Save] [PrintPreview]

b e rM&J B it o BtttV s st h ... NE—

[Back]

[Next]”

Figure 3.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 14
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Chapter4 Schedule A

This chapter will discuss completing Schedule A in the OGE-278 Wizard.

Schedule A - Assets and Income
Steps:

1. Click None if you have no assets to report in Schedule A. Then select Next and you will
continue to Schedule B.

2. If you have items to report in Schedule A, click Next (Figure 4.1).

Schedule A - Assets and Income

Guide
- Far you, your spouse, and dependent children, repart each seset held for investment
Personal or the production of income which had & fair market value exceeding $1,000 at the
cloze of the reporting perod, or which generated more than $200 in income during the
Schedule A reporting period, together with such income

Schedule B |
ScheduleB Il

For voursell, alzo repor the soure and actual amount of eamed income exceeding
$200 {other than from the U5, Govemment). Faryour spouse, report the source but
not the amount of earned income of more than $1,000 (sxcept report the actual

-+
¢
4
é
Schedule C | amount of any honoraria over $200 of your spouse). )
<

Schedule Cll

Schedule D1 Exclude for yoursell and spouse income from employment by the United States
Govemment and from any retirement system of the United States (including the Thiift

Schedule D Il Senings Plan) or fromsocial security
1

Submit

2
CLOSE [Save] [PrintPreview] [Back] [Next]

Figure 4.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 15
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To complete Schedule A:

Steps:

3. For Block A, type each asset in detail. Only 2 lines of text only (Figure 4.2).
Note: Skip Block B and Block C if this is a Sub-category item.

4. For Block B, select the valuation of the asset.

5. If tr}}e asset is a mutual fund and meets the Excepted Investment Fund (EIF) criteria, see
\?/ for definition.

29 ¢ you select EIF, do not select the Type of Income. If you do not select EIF, you
must select the Type of Income.

6. For Block C, select the income type associated with the asset. If the income type is not
listed, select Other Income and specify the type and actual amount.

7. Select the amount of income.

8. If amount is associated with Honoraria, type the date.

9. The Add Another button allows you to add a new line item in each of the schedules.
10. The Delete button allows you to delete the selected line item in each of the schedules.

11. When you have added all assets and income, click Next. You will continue to Schedule
B.

12. To randomly search, find and edit a line item, click the Find button.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 16
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OGE-278 Wizard

Guide

Personal

Schedule A

Schedule B |
; smedme B " -
Schedule C 1
. s,:hedme C" —
~ schedmep | -

Schedule DIl

Submit

Schedule A - Assets and Income

Asset and Income (Block A) 1 OF1

g

Skip Blocks “B" and "C" ifthis is a Sub-Category ltem.

Description - Fidelity Olympus Fund
{2 lines of text oniy)

Valuation of Assets (Block B)
' None {oress than §1.001)

C 1,001 - $15,000

© $15,001 - $50,000

] $50,001 - $100,000

Income (Block C)
- Type E]
T Dividends

Excepted Investm{ 5 hd

| Excepted Trust &
[ Qualifiec Trust (7))

Clear Above Selection

€ $4,000,001 - $5,000,000
| $5,000,001 - $25,000,000
€ §95,000,001 - $30,000,000
© ] Over$50,000,000

Amount . =
et - 15,000 O over$1,000000%

| $250,001 - $500000
€ 300,004 - $1,000,000
C | Over$1,000,000%

o BieliNe]iNe]

L | None (or iess than §201) .

T Rert and Royalties 1 g201 - $4,000 1 §15,001 - $50,000 1 $14,000,001 - $5,000,000
T Interest 1 $1,001 -$2,500 1 §50,001 - 400,000 C Over$5,000,000

¥ Capital Gains | $2501 - §5,000 & | $100,001 - $1,000,000

T Other Income Date Only if Honoraria |~

(Mo, Day, ¥r)

otate

*Thiscategory applies only if the asselincome is solely that of the filer's spouse or dependent children. If the asset/income is sither that
of the filer ar jointly held by the filer with the spouse or dependent children, mark the other higher categories of value, as appropriate

(Specify Type & Actual Amount]

M"‘\n.\‘/.w

CLOSE

[Save] [Print Preview] [ Add Another] [Delete] [Find] [Back] [Next]

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

)
-J\""\Jr‘ ""“":"‘,nr-h-\ f«tm r-“‘tJﬂ-q\ 10 | o™ maan) 12

Figure 4.2

Page 17
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Chapter5 Schedule B

The chapter will discuss completing Schedule B: Part I and Part II in the OGE-278 Wizard.

Schedule B - Part I: Transactions
Steps:

1. If you select Incumbent or Termination Filer as the reporting status, you must select

None if you have nothing to report. Then select Next and you will continue to Schedule
B: Part II.

If you have transactions to report, select Next to continue to Schedule B: Part I.

2. If you select New Entrant or Nominee as the reporting status, the Wizard will
automatically populate None in Schedule B, Part I — Transactions and Part II: Gifts,
Reimbursements or Travel Expenses. Select Next (Figure 5.1).

Schedule B - Part |: Transactions
Guide ATTENTION - J
e Do not complete Schedule B if you are a new entrant, nominee, or Vice Presidential or Presidential Candidate. ™
Personal 4
- el O Report any puchase, sale, or exchange by you, your Do net report a transaction involving property used solely )
ScheduleB | spouse, or dependent children dunng the reporting a3 your personal residence, or a transaction solely
period of any real property, stocks, bonds, commodity betireen you, your spouse, or dependent child. r
SChedUIeB" ) futures, and ofher securlies when the amount of the Gheck the "Certificate of divestiture” block to indicate -
Schedule C | transaction saeeded $1,000 Include trarsactions that sales made pursuant to a cerlificate of divestiture from f
resulted in a loss OGE l
Schedule Cll pA
Schedule D | P
Schedule DI r
|_ None )
Submit
2
CLOSE [Save] [Print Preview ] [Back] [Next] [

A A A A R N I I R

Figure 5.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 18
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To complete Schedule B — Part I: Transactions:

Steps:

3. Type a description of your asset (Figure 5.3).

4. Type the date of the transaction (Mo, Day, Yr).

5. Choose the Transaction Type. Your choices are: Purchase, Sale, or Exchange.

6. Select the amount of the transaction.

7. The Add Another button allows you to add a new line item in each of the schedules.
8. The Delete button allows you to delete the selected line item in each of the schedules.

9. After you have added all transactions, click Next. You will continue to Schedule B — Part
1I.

10. To randomly search, find and edit a line item, click the Find button.

Fo

Schedule B - Part |: Transactions OB o

S —— Identiﬁcation Of ASSEtS (2 lines of fext o OF 1
Guide - 3 | Dale
Personal ) |
Schedule A Transaction Type LJ
ScheduleB | & Purhase € sale © Exchange
Schedule B lI Amount of Transaction E]
Schedule C 1 ©/$1,001- $15,000 € |5250,001 - $500,000 ' $,00001 - $25000,000
E—— © 1500135000 © 50,001 1,000,000 © 5000001 - 50,000,000
Schedule Cli * =
® $50,001 - $100,000 © | Cwer $4,000,000 1 Ower $50,000,000
Schedule D | C $100,001 - $250,000 ©1$1,000,001 - $5,000,000 ' Cettificate of divestilure
Schedule D Ii
: # This category applies only if the underlying asset is solely that of the filer's spouse or dependent children. If the underlying assst 15
Submit either held by the filer or jointhy held by the filerwith the spouse or dependent children, use the other higher calegories of walue, as
e appropriate — — —
7 8 10 g [~
~— ~—
CLOSE [Save] [Print Preview ] [Add Another] [Delete] [Find] [Back] [Next]

it g W s, . el gl s g ,\ " 7 N

Figure 5.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 19
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Schedule B - Part II: Gifts, Reimbursements, and Travel Expenses
Steps:

11. If you select Incumbent or Termination Filer as the reporting status, you must select
None if you have nothing to report. Then select Next and you will continue to
Schedule C: Part I.

If you have items to report in Schedule B: Part II, click Next (Figure 5.3)

12. If you are a New Entrant or Nominee Do Not complete Schedule B, click Next.

Schedule B - Part Ii: Gifts, Reimbursements, and Travel Expenses

Click here to see why the prices have changed below. @

Guide Do not complete Schedule B if you are a new entrant, nominee, or \ice Presidential or Presidential Candidate.

Personal
Faryou, your spouse and dependent children, report the source, a bnef description, and the valus of

Schedule A

(1) gifts 5uch astangible terms, transportation, lodging, food, or entertainment) recetved from one source tolaling more than $335,

ScheduleB | and

(2) travelrelated cash reimbursements received fram one source tataling more than $335. For corflicts enalysis, 1t is helpful to

Schedule B II

indicale a basis for receipt, such as personal friend, agency approval under 5 U.S.C.§ 4411 or other stalutory authority, ete. For

given to you by the VS Govemment: given to your agency in connection with official travel, received from relatives; received by

Schedule ClI

ScheduleD | residence. Also, for purposes of sggregating gifts 1o determine the total value from one source, exclude iters worth $134 or less.

your spouse or dependent child totally independent of their relationship to you; or provided & personal hospitality at the donor's

See instrustions for other exclusions

Schedule DI

Submit [ None

-
}
Schedule C1 travel-related gifts and reimbursements, include travel itinerary, dates, and the neture of eqenses provided. Exclude amything ‘f
;
-
-,

CLOSE [Save] [PrintPreview] [Back] [Next]

Figure 5.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 20
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To complete Schedule B — Part II: Gifts, Reimbursements, and Travel Expenses:

Steps:

13. Type the name and address of the source. Only 2 lines of text. (Figure 5.4)

OGE-278 Wizard

14. Type a brief description of the gift, reimbursement, or travel expense. Only 2 lines of

text.

15. Type the value of the item.

16. The Add Another button allows you to add a new line item in each of the schedules.

17. The Delete button allows you to delete the selected line item in each of the schedules.

18. After you have added all the items, click Next. You will continue to Schedule C.

19. To randomly search, find and edit a line item, click the Find button.

Schedule B - Part II: Gifts, Reimbursements, and Travel Expenses

Guide
Personal

Schedule A

ScheduleB |

Schedule C |
Schedule Cli
Schedule D |

Schedule D i

Submit 5

CLOSE

Identification of Gift, Reimbursement or Travel Expense {1 OF{ -i
Sounze (Mame and Address) (Only 2 lines of texd) f
Frank Jones, San Frnacisco, CA
{Personal Friend)
Brief Dezcription (Oniy 2 finesof fext) () ’
A Leather Briefcase 14 4
-
&
Value (
300.00 }
3
16 17 19 18 | }
— )
[Save] [Print Preview ] [Add Another] [ Delete ] [Find] [Back] [Next]

Figure 5.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)
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Chapter 6 Schedule C

This chapter will discuss Schedule C: Part I and Part II of the OGE-278 Wizard.

Schedule C- Part I: Liabilities
Steps:

1. If you select Incumbent or Termination Filer as the reporting status, you must select

None if you have nothing to report. Then select Next and you will continue to Schedule
C: Part II.

2. If you have liabilities to report in Schedule C: Part I, click Next (Figure 6.1).

Schedule C - Part I: Liabilities

Guide hy
Personal Report liabilities over 310,000 awed to any ong creditor at any time during the reporting period by you, }
wour spouse, or dependert children: Check the highest amount awed during the reporting period -*
Schedule A

Schedule B | Exclude a mortgage on your personal residence unless it s rented out; loans secured by automobiles, ;
household furniture or appliances; and liabilities owed to cerain relatives listed In instructionz. See -

Schedule B Il instructions for revolving charge sccounts @ 3
Schedule C | ;
Schedule CHi -
1 o

Schedule D | -
[ None "
Schedule D Ii }
Submit %

CLOSE [Save] [PrintPreview ] [Back] [Next]

gy ‘wm,"““*\'\_M“‘“—ﬂﬂ~—“"“"“‘“\\r‘\“‘ww\"_—l“‘ﬁ'“--J'\,

Figure 6.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 22
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To complete Schedule C - Part I: Liabilities:

Steps:

3. Type the name and address of your creditor. Only 2 lines of text (Figure 6.2).

4. Type a brief description of the liability. Only 2 lines of text.

5. Type the date the liability was incurred. For example, 2007.

6. Type the interest rate (if applicable).

7. Type the term (if applicable).

8. Select the category of amount or value.

9. The Add Another button allows you to add a new line item in each of the schedules.
10. The Delete button allows you to delete the selected line item in each of the schedules.
11. After you have added all liabilities, click Next.

12. To randomly search, find and edit a line item, click the Find button.

Faorm

Schedule C - Part |; Liabilities OMB o

S Idlentification of Liability (Enteronly two lines of text in Greditors and Type of Liahility) 1 OF1
Guide
. Personal I rodiors eme sndAddtess) | First District Bank 3
T Washington, DC
Schedule A 4
R Type of Liabilty | Mortgage on rental property, Delaware
Schedule B |
o - 5 ncured | 1991 @ Rate 8.0 applicable 25

B TVt Y W S Ly

Schedule C | . Example 2007
Category of Amount or Value

Schedule Cli

Schedule D | €] 310,001 -$15,000 100,001 5250000 [© Qver§1,000,000% € 25,000,001 - $50,000,000 &
it o] $15,001 - $50.000 0 $250001 -$500000 | C|$1,000001 -$5,000,000 €| Ower$50,000000

Schedule DI & $50,001-$100000 o 500,001 -$1,000,000 || $5,000,001 - 525,000,000

. ] *This category applies only if the liability is solely that of the filer's spouse or dependent children. If the liability is that of the filer or
Submit a joint liability of the filerwith the spouse or dependent children, mark the other higher categories, & appropnate

AA NN,

— 10 12 E
CLOSE [Save] [PrintPreview ] [ Add Another] [ Delete ] [Find] [Back] [Next]

W gl il Wi P AN e i N Bl

Figure 6.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 23
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Schedule C - Part II: Agreements or Arrangements
Steps:

13. If you select Incumbent or Termination Filer as the reporting status, you must select
None if you have nothing to report. Then select Next and you will continue to
Schedule D: Part 1.

14. If you have Agreements or Arrangement to report in Schedule C: Part II, click Next
(Figure 6.3).

Schedule C - Part |l: Agreements or Arrangements
Guide <
| Porsonal Repoltyour agreemeris o arangemarts fo ¢
Schedule A (1) continuing partizipetion inan employse benelit plan (e persion, 401k, deferred compersation); 3
e (23 confinuation of peryment by & former employer (ncluding severance payments), f
Schedule B | (3) leaves of absence; and 3
- ScheduIeBII . {4) fulure employmenl See instniclions regarding the reporting of negotiations for any of these zrrangements or bensfils @ j
Schedule C |
Schedule D |
Schedule D I =T
Submit j
14 |- S
CLOSE [Save] [Print Preview ] [Back] [Next]

Figure 6.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 24
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To complete Schedule C - Part II: Agreements or Arrangements:

Steps:

15. Type the status and terms of any Agreement or Arrangement (Figure 6.4).

16. Type the names of the parties involved in the Agreement or Arrangement.

17. Type the date of the Agreement or Arrangement. For example: 7/85.

18. The Add Another button allows you to add a new line item in each of the schedules.
19. The Delete button allows you to delete the selected line item in each of the schedules.

20. After you have added all Agreements or Arrangements, click Next. You will continue to
Schedule D: Part I.

21. To randomly search, find and edit a line item, click the Find button.

Form

Schedule C - Part |I: Agreements or Arrangements OMB Ho.

Identification of Agreement or Arrangement 1 OF1 3
Guide
(Enter only two lines oftext in the Status and Terms| arties fields)
Personal 15
Status and Terms of any Agreement or Arrange ment I
Schedule A = : - -
I Pursuant to partnershi eement. will receive lump sum pa ent of capital )
ScheduleB | amount & partnership share calculated on service performed through 2/1/2010 @
Schedule BII 16 i
— Parties f
Schedule C1 Doe Jones & Smith, Hometown, State )
ScheduleD | Dele | 7/2011  Exarmple: 7/35 .
Schedule DI
Submit P P
18 19 21 20
CLOSE [Save] [PrintPreview] [Add Another] [ Delete ] [Find] [Back] [Next]

P WS A B L Wl ol s BN i W e ™

Figure 6.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 25
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Chapter 7 Schedule D

This chapter will discuss Schedule D: Part I and Part II of the OGE-278 Wizard.

Schedule D- Part I: Positions Held Outside of U.S. Government
Steps:

1. If you have no positions held outside of U.S. government to report in Schedule D: Part I,
select None. Then click Next to continue to Schedule D - Part II.

2. If you have held positions outside the U.S. Government, select Next (Figure 7.1).

Schedule D - Part |: Positions Held Outside U.S. Government

Guide

Personal
Report any positions held during the applicable reporting penod, whether compensated or not
Schedule A Positiors include but are not limited to those of an cofficer, director, frustee, general pariner,

proprigtor, representative, employee, or consultant of any corporation, firm, partnership, or other

Schedule B |

business enterprise or any non-profit organization or educational institution. Exclude positions with

Schedule B Ii religious, social, fratemal, or political entities and those solely of an honorary nature 2

Schedule C | ¢

Schedule Cli J

Schedule D | 1 ;

Schedule DI ,— None ?
Submit

[Save] [Print Preview ] [Back] [Next]

Figure 7.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 26
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To complete Schedule D — Part I: Positions Held Outside U.S. Government:
Steps:

. Type the Organization (Name and Address). Only 2 lines of text (Figure 7.2).
. Type the Type of Organization. Only 2 lines of text.

. Type the Position Held. Only 2 lines of text.

. Type the date you started the position. For example: 6/92.

. Type the date the position ended.

. The Add Another button allows you to add a new line item in each of the schedules.

o 0 N & . A W

. The Delete button allows you to delete the selected line item in each of the schedules.
10. After you have added all positions held outside the U.S. Government, click Next.

11. To randomly search, find and edit a line item, click the Find button.

Schedule D - Part |: Positions Held Outside U.S. Government
. Identification of Position Held Outside U.S. Government 1 OF {
Guide
B (Enter only two lines of text in the Organization, Type of Organization and Position Held fields)
| Personal Orgenizalion (Nerme end Address) mm(
Schedule A National Association of Rock Collectors, | 3 .
Schedule B |
L Schedme B " - — -
Non-Profit Education | 4
Schedule C |  —
Schedule Cli
Schedule D | President | 5
" Schedule DIl =
e | e[ e ] e (]
8 9 11
CLOSE [Save] [Print Preview ] [ Add Another] [ Delete | [Find] [Back]
ey A L T il Sl S S L o

Figure 7.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 27
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Schedule D - Part II: Compensation in Excess of $5,000 Paid by One
Source
Steps:

12. If you selected New Entrant or Nominee as the reporting status, or if you have no
compensation to report in Schedule D - Part II, select None.

13. If you have received compensation in excess of $5,000 paid by one source to report,
click Next (Figure 7.3).

= If Incumbent or Termination Filer was selected in the reporting status, the OGE-278
Wizard will automatically populate the None check box.

-
- - . Form d.
Schedule D - Part Il: Compensation in Excess of $5,000 Paid by One Source - I
S ATTENTION-
Guide Do not complete this part if you are an Incumbent, Termination Filer, or Yice Presidential er Presidential Candidate.
Personal <

R Report sources of more than $5,000 compersation received by you or your business affiliation for J

Schedule A services provided directly by you during any one year of the reporting period. Thiz includes the
names of clierts and customers of any comoration, firm, partnership, or cther business entemrise,
Schedule B | _ 1 A COTEED L FErTersiip, ore "

S — or any other non-profit onganization when you directly provided the services generating a fee or &
Schedule B Ii payment of more than $5,000. ¥ ou need not report the U3, Government a8 a source. -
Schedule C | :
Schedule Cli ;

¢
Schedule D |
Schedule DI ,
l_ None a
Submit | ¢
|13
CLOSE [Save] [Print Preview ] [Back] [Next]

Figure 7.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 28



User Guide OGE-278 Wizard

To complete Schedule D - Part II: Compensation in Excess of $5,000 Paid by One Source:
Steps:
14. Type the name and address of the compensation source. Only 2 lines of text.

15. Type a brief description of the duties for which you were compensated. Only 2 lines of
text.

16. The Add Another button allows you to add a new line item in each of the schedules.
17. The Delete button allows you to delete the selected line item in each of the schedules.

18. To randomly search, find and edit a line item, click the Find button.

Schedule D - Part Il: Compensation in Excess of $5,000 Paid by One Source
i
S Identification of Compensation 1 OF 1 (
Guide P
— (Enter only two lines of textin the Organization, Type of Organization and Position Held fields) s
Personal '
Schedule A Source (Wame and Address) (
I — Doe Jones & Smith | 14 i
Schedule B | Hometown. State
Schedule BII Brief Description of Duties 15 S
Schedule C | Legal Services :
Schedule Cli 3
| ScheduleD1 -
Schedule D II
Submit . .
16 17 18 }
CLOSE [Save] [Print Preview ] [Add Another] [ Delste] [Find] [Back] [Next]

«ﬁr‘ﬂ-m'-\_,"«\_"nw"~¢M-«r"‘*"\“‘—‘-‘.{’wd~q\‘N\m’“‘_d\rr\._h

Figure 7.4

This is the end of the data entry for the OGE-278 Wizard. In the remaining chapters, you
will learn how to save, print, and import your data.
If you need to save, see Chapter 8.

If you need to print, see Chapter 9.

If you need to import, see Chapter 10.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 29
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Chapter 8 Saving the OGE-278 in the
Wizard

You can use the Guide to edit any of the sections by selecting the section.

It is recommended that you save often to avoid losing any of your data. You can only save
the OGE-278 to your local computer. On every screen where data can be entered there is a
Save button located on the bottom left. Saving your data is easy. It is similar to saving a
document in Word.

To save the OGE-278:
Steps:
1. Click Save (Figure 8.1).

Faori

Schedule A - Assets and Income OME N

S Asset and Income (Block A) 1 OF 1
Guiide Descriplon | Fidelity Olympus Fund
et || (2tes oertont)|

Personal
Skip Blocks "B" and "C" if this is a Sub-Category ltem.

*

| 4
Valuation of Assets (Block B} (
=1 T @}

Schedule B | C None (oriess fan $1,001) $A00,001 - $250,000 | $1,000,001 -$5,000,000 Excepted Investment Fund
ScheduleB! o s1001-$15.000 250001 -$500000 (O $5000001-$25000000 | [€] Expepiad Trust (7
© 1 $800,001 -$1,000000 | © | $25,000001 - $50,000000 | Qualified Trust

Schedule B I £ $15001-$50000
Clear Above Selection

£ $50001 - $100,000 ] Ower $50,000,000 ¢
Schedule C1 Income (Block C} }
Schedule ClI Type e e 2as : == =i
| Dividends ' Mone for fess than §201)  © $5,001 - $15,000 Cver 1,000,000 b
Schedule D | T Rent and Royalties 1201 -$1,000 £ $45001 - $50,000 1©1 $1,000,001 - $5,000,000 f
S — Interest :(- $1‘001 _ $2‘500 C $50‘001 _ $100‘000 :(- Over $5‘000‘000 {
Schedule DI ¥ Capital Gains (] %2501 - 35,000 400001 - $1,000,000
T Gther Income | Date Only if Honoraria |
1 (Specify T ype & Actual Amourt) (Mo, Daw, ¥r.) - 10/12/2010
Smelt - *] tegory applies only if the assetinzome is solely that of the filer's spouse or dependent children If the asset/income is either that
1 iler or joirtly held by the filer with the spouse or dependent children, mark the other higher categaries of value, s approprite

CLOSE

S NP e T R AR LU N Sy S RS SV LN S N

[Save] [Print Preview ] [ Add Another] [ Delete | [Find] [Back] [MNext]

Figure 8.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 30
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2. The “Save Form Confirmation” dialog appears (Figure 8.2).

OGE-278 Wizard

Guide

Personal

Schedule A

Schedule B |

- s(,hedme B " -
Schedule C |
Schedule Cli
Schedule D |
Schedule DI

Submit

CLOSE

&

Asset and Income (Block A}

Descripmﬂé Fidelity Olympus Fund

1 OF1

i

{2 lines offextonly)

Skip Blocks "B" and "C" if this is ategory Item.
Valuation of Assets (Block B} 2

(el MNone (or.f_ess Sawve Form Confirmation

2|01 - $5,000,000

Excepted Investment Fund @

CHL001 - $15,00
2 $45001 - $500
| $50,001 -$100,

Please click the 'Download’ button ko save this Form to yvour computer.
our browser will then give you a choice to Save or Open this Form; you
should select the Save option. Gnce the download is complete, click the
'Close’ button to return to editing your Form,

IMPORTANT: Make a nate of the folder you select For downloading the
Form as you will need it later in case you wish to reopen the downloaded

01 - $25,000,000
001 - $50,000,000
1,000,000

] Excepted Trust
| Qualified Trust
Clear Above Selection

&

Form using this application.

Dividends

Download Close

| -$15,000

Rent and Royalties 204 -$1,000

Interest $1.,001 - $2,500
M Capital Gains £ $2,501- 85000
T Other Income
(Specify Type & Actual Amourt)

#This category applies only if the assetinzome is solely that of the filer's spouse or dependent children I the asset/income is ether that 4
of the filer ar joirtly held by the filer with the spouse or dependent children, mark the other higher categores of value, & appropriste

C $45001 - 500000

C $E0001 - $100,000 Ower $5,000,000
& 400,001 - $1,000,000 1
Date COnly if Honoraria |

v | 10/12/2010

(Mo, Day, ¥r)

| Over B4,000,000*
"] $1,000,001 -$5,000,000

-

B W PN S SN WY P Wy

[Save] [Print Preview ]

Figure 8.2

[ Add Another ]

[ Delete ]

Click the 'Download’ button to save your Form to your computer.

[Find]

[Back] [MNext]

IMPORTANT: Make a note of the folder you select for downloading the Form as you will
need it later in case you wish to reopen the downloaded Form using this application.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)
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OGE-278 Wizard

3. Your browser will give you a choice to Save or Open this Form (Figure 8.3)

IMPORTANT: Always select the “Save” option. Once the download is complete, click the
'Close’ button to return to editing your Form.

File Download

Some files can harm pour computer. |F the file infarmation below
looks suzpicious, or vou do not fully trust the zource, do not open or
zave thiz file.

File name: OGEZ78.far
File type:  Cerenade Filler Document

Frar: demn. cerenade. com

Wwhiould you like to open the fil ave it to your computer?

Open Save Cancel tore Info

X

¥ | flways azk before apening this pe of file

Figure 8.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)
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The Save As dialog box opens allowing you to choose a place to save your file.

The program will assign a random file name. For example, OGE278.far. It is recommended
you change the file name so that it identifies the form followed by your name and year. For
example, OGE278_2011.far. FAR is the extension name and must not be changed.

4. Edit the file name that appears (Figure 8.4).

Note: If you have previously saved the file, you can select it and overwrite it when
asked.

5. Click Save to save the file to the place you have designated.

Save Ia by Forms j = EF R

- Templates!
Working

Hiztory A SF275_2010.far

1

by Diocuments

File name: IEIGE2?E_2EI'I 1.far 4 j Save
Save az type: IEerenade Filler Document j Cancel |
F
Figure 8.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 33
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6. Click Close to return to the OGE-278 Wizard (Figure 8.5).

Save Form Confirmation ﬁ [
Please click the 'Download' button ko sawve this Form o wour computer, |
Your browser will then give vou a choice ko Save or Open this Form; you

should select the Save option, Once the download is complete, click the
'Close' button to return bo editing wour Form.

IMPORTANT: Make a note of the folder you select For downloading the

Farrm as ywau will need it later in case you wish ko reopen the downloaded
Faorm wsing this application,

Download | Close |

g

Figure 8.5

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 34



User Guide OGE-278 Wizard

Chapter9 Preview and Printing the
OGE-278 in the Wizard

From any OGE-278 Wizard screen that has a Print Preview button located at the bottom of
the screen, you can view your data in the actual form.

To preview and print your data:
Steps:
1. Click Print Preview (Figure 9.1).

Schedule A - Assets and Income

Asset and Income (Block A) 1 OF 1

Guide Description - Fidelity Olympus Fund
(2 lines of text only) |

Personal
I— Skip Blocks "B" and "C" if this is a Sub-Category ltem.

Schedule A Valuation of Assets {Block B}

SRR, € None (ortess than §1,001) $A00,001-$250000 | © $1000001 -$5.000000 | [© Excepted Investment Fund
| veheduleBl | ©lstoot1-gis00 §250001-9500000 | © | $5000001 -$25000000 | €| Excepied Trust {2}
[a] R [a] R =)
Schedule B I © $15001 -$50000 $500,001 -$1,000,000 || $25,000,001 - $50,000,000 | || Qualiied Trus!
e C | $50,001 - $100,000 Ower $4,000,000% 1 Ower $50,000,000 © Clear Above Selection
Schedule C1 Income (Block C)
Schedulecll :: ::::Tm::::: £ e e Mol a et
T Dividends [ None (or less than §201)  © L §5,001 - 315,000 " Ower $4,000000%
Schedule D | T Rent and Royallies © 3001 -$1,000 £ $15001 - 50,000 1] $1.000,001 -$5000,000

2
£ $50001 - 100,000 1] Over $5,000000 (

Interest 1,001 - $2,500
Schedule DIl Capital Gairs $2,501 - 55,000 $400,001 - $4,000,000
T Other Income Dete Only Honoraria
| {Speciy Type & Actual Amount) (Mo, Day, ¥r) - 10/12/2010
Submit | '

#This category applise—==ixf the asselincome is solely that of the filer's spouse or dependent children If the asset/income is either that
of 1he filer or jairthy the filer with the spouse or dependsnt children, mark the other higher categones of value, &s appropriate

1

CLOSE

S TN ’.....‘r ‘“w—’*‘: r"‘*'\“""““"'--_" A aminan, ) '»."\‘*M‘"\‘\..,‘ T

[Save] [Printﬁview] [ Add Another] [ Delete ] [Find] [Back] [Next]

Figure 9.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 35
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2. To return to the Wizard, click the Close Preview icon.

OGE-278 Wizard

3. Navigate through the pages of OGE-278 form by using the green arrows buttons.

4. Click the Print icon (Figure 9.2).
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Figure 9.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

First prev Haxt Last Spell- Close
Fage Fags Fage Fage Zoam-n Zoam-Cut Check Praview
Th s Executive Branch Personnel PUBLIC FI [AL DISCLOSURE REPORT e
4 e of Grooat 2
_pate of Appomnnet, C: ction, | Reporting Innabent Calendar Yeur Hewr Entran, Teonbation  Termnstion Date @ pli- Fee for Late Filing
or Homiration,  (evrhy B, Siatus Corered by Report Monsnee or Filer cable) (Movah, Dy, Year) Ay individual who is required tn file
{ Check Appropriate Candidate this report and does so rmore than 30 da
February 11, 2002 L) 2010 l:‘ |:| aﬂsrﬂ}; date the repunisrequnedtubeys
Reporting TR First Name and Widdle Tnitial filed, o, if an extension is granted, more
Individual s Nare than 30 days afier the last day of the
Doe Jane | T | fiting extorsion period shal be subject
e TITIE Tifle of Position Departrent or Agency(If Appliceble) toa $2D;i;i ;]rﬁ.“g T
Filing . P
Secretary .3 Department of State Iu‘n:‘;g:;;; :ﬁmﬁ 52‘:; ;sm
— Eiddiess (Number, Straet, City, Stae, and ZIP Cods) Tels phons Mo (Jncluda Araa Cod8) | ] ofS oheduls C and Part | of Seheduls D
Present Office 555 ain Street where yom must oko includs the fling
(orforvrrding sddress) Washington, DC 33000 202-555-5555 gi;ﬁemsnngﬁcﬁl aite
Position(s) Held with the Federal Title of Positionis) and Date(s) Held R -
Government During the Preceding  Exe cutive Secretary 1/10 - 6/10 ” - e

period begins at the end of the period
covered by your previous filing and ends
atthe date of termination. PartIl of
Schedule D is not applicable

Nominees, New Entrants and
Candidates for President and
Vice President:

Schedule A-- The reporting pexiod
for income (BLOCK C)is the preceding
calendar year and the current calendar
year up fo the date of filing. Value assets
azofany date you choose thatis within
31 days of date of filing.

Schedule B-- Mot applicable

Schedule C, PartI (Lishilities)--The
reporting perind is the preceding calendar
year and the cunent calendar sear up to
any date you choose that is within 31 days
of the date of filing

Schedule C, Part I1 {Agremments or
Amangements)--Show any agreements or
amange ments as of the date of filing,

Schedule D .- The reporting period is
the preceding two calendar years and

e o gl alar ea LD e et

\."‘\-“‘\.-\,.\ LY T YU £ P N W s & Cians DU

Page 36



User Guide OGE-278 Wizard

The Print Parameters dialog box opens (Figure 9.3).

5. From the Send Printout to, select Adobe PDF File. Your other option is Microsoft XPS
File.

6. You can select the page range if you want to print just selected pages.
For example, 1,3,5-12

7. From the Print Mode, make sure that Form and Data is selected. Your other option is
Form Only.

8. To skip printing blank pages, check the Skip Printing Pages with no Data checkbox.
9. Click Print

Print Form 2|l

—Page Range Prink Settings
o Al 6 .
" Current Page Send Printaut ko: IAdDhE FDF File j

T pages I Print Maode: I Farm and Data j

Erter page numbers andfar page ranges
separated by commas, For example, 1,3,5-12

8 |V Skip printing Pages with no Data
—J

F'M | Cancel

9

Figure 9.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 37
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A new window opens displaying the PDF on your screen (Figure 9.4).

10. Click the Printer icon to complete the print process
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Figure 9.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 38
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11. Click OK to print the OGE-278 (Figure 9.5).

it x|

r~ Printer
Vi Properties |
Status:  Feady Comments and Forms:
Type: HF Laserlet 4300 PCL 6 IDncument and M arkups jl
r— Print R ange r— Preview: Composite
Lo
= Current visw
" Current page
e F'ages|'|-12 K L A
Subset: I.-’-‘«II pages in range j it

™ Reverse pages

 Page Handling
Copies: |1 3: ¥ Callate 85

Page Scaling: IShrink ta Printable Area j

W Auto-Fotate and Center

[ Choose Paper Source by FDF page size

™" Print to il ritz: Inches Zoomm: 4%

1A12(1] J

Frinting Tipz Advanced OK I Cancel

Figure 9.5

After your file prints, it will bring you back to the PDF File which you can close.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 39
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OGE-278 Wizard

Chapter 10 Importing data into the Wizard

If you have existing data from a saved OGE-278 created in the Wizard, you can import your

data back into the OGE-278 Wizard.

To import your data into the OGE-278 Wizard:

Steps:

1. From this Guide page in the Wizard, click Import Data (Figure 10.1).

OGE-278 Executive Branch Personnel Public Financial

Use this oplion if you have his aplion to upload your

Help on this Form

OGE-278 Wizard D Import Data —
1 ey

Getting Started with OGE-278
This site permits flers to complete the OGE-278 without any accounts
Partially compleled dala will be stored on your local computer.

Schedule B Il

Submit

Personal not started the OGE-276 existing data foma saved
Wizard QGE27S Privacy Act Statement
Schedule A
Schedule B |

B SChedmeCI Ifyou need 1o quit before you have completed the application, please click the "Save" button and save
Schedule C II the dala to your local computer
— New Application f Import Data
Schedule D | Begin a new OGE-278 Wizard or import data thal you previously saved during a prior session
Schedule D I .
Comments, Questions?
Please send your comments or questions to Sarah Taylor at TaylorSE2@state gov

F

CLOSE

Figure 10.1

2. Click Browse to edit your previously saved form (Figure 10.2).

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)
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Fr

OGE-278 Executive Branch Personnel Public Financial O I

cerenade com |

OGE-278 Wizard Import Data i
Use this oplion if you have Use this oplion to upload your Help on this Form t
Personal not started the OGE-278 existing data from a saved L%
Wizard OGEDTR Privacy Act Statement |
Schedule A
— | P—— =
Schedule B | Flease click ‘Browse. ' bo locate and select Form on your computer .)
-——-—- . and then dlick 'Continue' to open it I
Getting St r
Schedule B Il This site p M Bowe. |, y accounts
Schedule C | Partially ¢ ter. J
:Lgodua;]aenta i pm— n, please click the "Save" hutton and save ’
Schedule Cli -
New Application f Import Data ;
el Ol Begin & new OGE-278 Wizard or import data that you previously saved during a prior session ’
Schedule D I .
Comments, Questions?
Please send your comments or questions to Sarah Taylor at TaylorSE2@state gov y
Submit }
CLOSE

R P S S PRIV RS R S S

Figure 10.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 41
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The Choose file dialog box opens allowing you to use the Look In drop down box to
choose the folder you saved your FAR file. The example in Figure 10.3 uses the OGE278
folder.

3. Select the FAR file that you have named and click Open. This example uses
OGE278_2011.far.

Look in: llﬁ by Forms = i

Templates
Working
& QGEZ7E_2011.far
& SF275_2010.Far

My Metwark P...

File name: I:I GEZ73 2011 far j Open
=

Cancel |
F
Figure 10.3

4. Click Continue to upload your data into the OGE-278 Wizard (Figure 10.4).

Filez af type: I.-'l'-.II Files [*.%]

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 42
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OGE-278 Wizard

Personal

Schedule A
- Sd.,edu,eg | —
- smedme B " —
Schedule C 1
L s,:hedme C" —
- schedmep | —

Schedule DIl

Submit

CLOSE

Fr

OGE-278 Executive Branch Personnel Public Financial OME 1

renade com

BT ¢

OGE-278 Wizard Import Data |
Use this oplion if you have Use Ihis oplion o upload youf Help an this Form
not started the OGE-278 existing data from a saved
Wizard OGE78 Frivacy Act Statement

Open Form

X

Getting Starte
This site permits
Partially comple]
Ifyou need toq
the data to your

New Applicatio

Please click 'Browse...' ta locate and seleck Form on your computer
and then click 'Continue’ ko open it

[ms\OGEQTBJUH.far Browse...
4 Continue | Cancel

ounts

Fase click the "Sawve" button and save

Begin a new O

E-278 Wizard or imporl date Thal you previously saved during a prior session.

Comments, Questions?

Please send your comments or questions to Sarah Taylor al TaylorSEZ@state. gov

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

Figure 10.4
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Chapter 11 Submitting the OGE-278 form
to L/Ethics/FD

1. You can submit your completed OGE-278 form using the Submit button available on the
Guide screen of the Wizard (Figure 11.1).

Schedule B - Part lI: Gifts, Reimbursements, and Travel Expenses
. Identification of Gift, Reimbursement or Travel Expense 1 OF1
Guide
Personal Source Name and Address) (Only 2 lines of fext)
Schedule A Frank Jones. San Frnacisco, CA
| {Personal Friend)
Schedule B |
o ScheduleB I Brief Description (Only 2 lines of fexd)
A Leather Briefcase
Schedule C
Schedule Cll
Walle
1300.00
Schedule D Il | —
Submit
CLOSE [Save] [PrintPreview] [ Add Another] [ Delete ] [Find] [Back] [Next]
N NP N S st g W gt o o puirna e "

Figure 11.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 44
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2. Click Preview to review the final copy of your OGE-278 form.

3. Click Submit to send the final copy of your OGE-278 form to L/ETHICS/FD(Figure 11.2).

Submit your Report

Guide ATTENTION -
- Before submitting your report, please ensure all Schedules are accurate and complete.
Personal

Schedule A
E— By clicking on the "Submit' link below your form will be forwarded to the LEthicsFinancial

_ ScheduleBI | Division and wil b revieued by te staff

Schedule B i
Any guestions conceming this matter should be directed to L-Ethics- FD Financial Staff

Schedule C1

Schedule Cll

Schedule D1 Submit

Schedule D 1l

—

2
CLOSE [Save] [PrintPreview] [ Back ]

w*'—v‘*“\w\wm = - ,J*J‘--‘_q"“w i o '_\_J"“\‘\‘ '\

Figure 11.2

4. You will receive a notice upon successful transmission of your form (Figure 11.3).

Microsoft Internekt Explor x|

& Formm Successfully Sent

Figure 11.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 45
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5. Alternatively, you can save your OGE-278 file. Open your email program and start a new
email message. Address the message to L-SF-278 Reports and attach your FAR file stored
on your local computer. For example, OGE278_2011.far.

6. Currently, we do not have approval to accept electronically signed OGE-278 reports.
Thus, we must receive a signed copy, even if you email the completed report to the
L/ETHICS/FD office. You will need to also submit a signed copy by mail to:

L/Ethics/FD

2401 E Street NW

SA-1, Room H-228

Washington, DC 20522

Or

You can also fax a signed copy to:
Fax: (202) 663-3339

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 46



